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HEMORANDUM FOR: Comptroller

BUBTECT t A Proposal for the Esteblishment of a Cemtral Office at
huﬁqp.orte:a for Processing Travel Vouchers Chargesble
b0 ﬁant:&danual Y\mda

I. ‘his memorandum contains a recommendstion for approval in peragraph ViII.

1. FRoRLDM

To deternine the feasibility of esteblishing s central travel claims
/ office at Headquarters for the purpose of amssisting returning PC8 employees
ol TDY overseas travelers in the praparation of their confidentisl funds
travel vouchers and for the typing, suditing, and certifying of such vouchers
for pegyment or for credit to the travelers' sdvance asccounts.

1. ©Gwrent procedwres for processing PO end YDY trevel vouchers at
ers for employees traveling on econfidentiel funds result in excessive
utilization of manpower and time because of duplication of effort in the
travelers' components of assigmment and in the Finance Division, Office of
the Coptrolier. Centralization of certailn fumctions should result in a

sevings of manpover, time, end papexrwork.

B. A certral trsvel clalms office foxr processing travel claims may
sov be feasible because most of the Agency's components which sponsor overseas
travelers are located in the new Headguarters Bullding. A centrsl travel
claims office should result in a sevings in personnel and the centralizetion
of o seyvice of common concern. One of the premises for the comsiruction
of the Headquerters Bullding wes to effect economies in personnel end effi-
gienay in operations through the centralisation of services of common concern.

3. Az most PCB and overseas TDY returnees clear through the Central
Processing Pranch, Office of Personnel before reporting for duty with their
components of assignment, a central travel claims office, if established,
should be located somtiguous to thet Branch.
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FRETR E T

SUBJECT ¢ A Froposal for the Esteblishment of a Central Office at
Beadquarters for Processing Travel Vouchers Chargesble
to Confidentisl Punds

4.  Gentrelizetion of retwning POS and overseas IDY travel voucher
yprocessing snd related services would yrovide a single facility to which
suployees sould go for advice end assistance on questions regerding travel.

- 1. A% the present time, confidential fumlds travel vouchers for

22 @ retwrnlng to Headquaxrters from PCS and overseas TOY trips sre
yrepexred in the travelers' components of sssigmment. This mesns thet the
trevel vouchers sre typed, exsmined, and syproved by personnel within such
sangponents. They are then forwarded to the Finance Divieion where they sve
sxenined, verified and audited pricr to being certified for peyment or for
eredit to the travelers' sdvence sccounts. Theve is, therefore, & duplication
of examination and verification of the wouchers.

2. Present practices sre the result of the need to weet two
requirementst 4

& That a knowledgesble ; officer, sppointed under
the provisions of spprove the travel voucher 25X1A
for propriety of the travel performed and the elaim
ghown on the vouchey.

b. Thet the Finance Division certifying officer certify
?&vm&h&r a8 baing legally proper for payment or
o @raﬁﬂi.

3. Many trevelers cennob, or will not, prepere their own travel
vouchers. ZThey, therefore, require the services of a person cepeble in
the preparatlon of trevel vouchers.

k. Eome travel sdvance accounts become delinguent as a result of the
time required to process travel vouchers under the present decentralized
system of proceasing, rather than because of the travelers' delinquency
in submitiing sueh vouchers.

1. ®ravel vouchers involving oversess travel are novmally the most
difficult end complex to prepere, whereas vouchers involving domestiic trevel
ordinerily are much simpler and less troublesome.
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SUBJECT : A Propossl for the Esteblishment of a Central Office at
Headquerters for Processing Travel Vouchers Chargesble
to Confidentisl Funds

2. Most trevelers returning from overseas are processed through
the Central Processing Branch before they report to their components for
duty. At this time the facta regerding their return travel are fresh
in thelr minde and they are smensble to "in processing” procedures.
 Thus, 1t would be the ideal and practical time to heve the itravelers

prepare thelr travel vouchers.

3. To eliminate the duplication of effort stated in peregraph IV, 1,
sbove, 1t is proposed that the traveler, with the assisbance of a skilled
travel clerk, would complete e travel youcher worksheet sud provide the
supporting recelpts for his claim, On the baels of a preliminary review
of the worksheet with the traveler, the traveler would be advised of the
epproximete smount of his trevel voucher for sppliestion to his travel
advance, and the approximate amount which will be paid to him or he will
have to refund to liquidate his sdvance eccount. The travel clerk, also,
would arrange with the traveler the date and time for him to return to
aign the finlshed trevel clasim. The alerk would then have a travel voucher
typed from the informatlon shown on the worksheet. Upon signature of the
finished voucher by the traveler, the voucher would be audited and certified
by the chief of the central travel claims offiece who would be a Finance
Division certifying officer. If a refund is due from the traveler, the
central travel claims office would obtain cash or the traveler's check
for the smount due. If a payment 1s due the traveler, the payment would
be made in cesh at the central travel claims office. 4 copy of the
voucher would be trenamitted to the emplayee’s component of assignment.
This direct method of processing and settling travel vouchers would cut
deys off the processing time required under the present system.

k. It weuld not be necessary to send the voucher to the employee's
component of assigmment for prior syproval, providing the concept is
accepted that the authorizing officer's signature on the travel order is
also an approval of the trevel performed providing the travel performed
does 1ot deviate significently from the trevel suthorized. If this concept
is sccepted, the travel voucher could be certified and paid without further
administrative epproval. Bhould the travel aes reported on the voucher
contain expenses not previously authorized, operationsl items of expense,
or expenses slignificantly in excess of those authorized Yy the travel order
it would, of course, be necessary to have the voucher spproved by the
employee's component, or to have the itravel order smended.

5. Agocurate data sre not readlly availeble on the precise number of
overseas returnee PUS end TDY trevel vouchers, the nunber of employees invalved
in all phases of travel duties, ard the time spent on such dutles. A review
of the Finance Division records for celendar year 1961 indicated, however,
that spproximately 4.k man-years were raquired inm processing i EC6 end 25X9A2
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SUBJECT H ﬁmmmmmmw&mm
Heollpagters for Processing Travel Vouchers Chorgeshle
to Confidemtial Funds

- 25X9A2 [l 5% trawel vouchers (see TAB 1). Infurmation provided by the

geagraphic ID/P Divisions and the Offios of Commudcstions iadicated, as
dstalled on TAB 2, that 1b man-yesrs wers required by Bufget and Fiscal

e cadandar year this Dwmotion required the esrvics of sprroximstely
% mun-yoers of the sbove type wgployess. '

5X9A2 m e lTYT cversess travel vouchers (see TAB 2). Thus, for
18

travel duties but durieg pesk pericds up to six perscts be sotually
employed on this runetion. o w ey be

T On the basis of the iaformation cutlised in peragragh §, sbove,
a savings could be achileved in the marpower ad In the jrocesaing time by
reloosting In o central travel olaims office the functions of assisting
m#memwmmamwmwmm,w
of typing, re-sulditing, cwrtifying and settling sueh travel vouchers.
The specific smount of such sevings is oot determinadle; bhowever, without

thet would be imposed on the cemtral travel claims office, it is estimated

that ot the cutset an office force of thirteen emplayess oun certifying
officer, ten suftitors, snd two clerk typists) should be adle to perform

the duties In & tieely and effoctive manner. The approval of o central

travel clalws office (o be named with thirteen employess should, therefore,
mtnmmws'immabmammrmmmww

8s %, assuming that the volime of travel vouchers for the foreseeadle

future will not change significantly. The establistwant of such wn office
should pevuit o sore sffective utilizetion af_ 25X1A
pervsomnel in the composents.

8. In viev of the fact thal the speeis) skills im travel voucher
jroparstion snd procecsing have bean developed by persomnsl assigned in
the it iz considered sppropriste that the
somponents provids teu of the 1/0 pesiticus sed ten individuals to oveupy
that mumber of positions for the cemtral travel claims office. TAB 3
sts siztoen positions which have been fdentiried by Buiget snd Fiscal
mwmmwammm y be selected for
Wmmmmmm. The 170 positions and the
mv et ﬂw ’W be provided by the Finance

Fo il
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SUBJECT : A Prepossl for the Esteblistment of s Central Office at
Headquexters for Processing Travel Veuchers Chexrgesble
%o Confidential Funds

9. As stated in paregreph III, 3, sbove, the cemtral travel oleinms
effice should be located as close as possible to the Centrel Progessing
Branch. If the basic premise of estsblishing the office is escepted,
it would be desirsble to sprroach the Medical Staff, whieh 1s located
sdjecent to the Central Frocessing Eranch, to debermine vhether the
necessary space can be mede asvallable.

1. TFrom the sbove it appesrs that the establishment of a central
travel oleims office would:

s, Eliminste duplicstion in processing vouchers.

b. Expedite the handling of vouchers and reduce the nuber
of delinquent slivance accounta.

@, Mors effectively utilize menpover.

4., Provide & service in & central lecetion %o returning
averseas travelers.

Tt is reconmended thatbs

1. A central travel cleime office be established ac a new SBection of
the Operations and Ideison Branch, Finauce Division, Office of the Comptroller,
%o process confidentiel funds trevel claims for returning PCS and IDY overseas
wravelers.

aleims Beation composed of a chief (certitying officer), ten treavel claims ]
! snditors, snd two clerk typlsts, ;

3, The steff of the eentral travel claims Seetion be aljusted after
experience hes demonstrated the normal workloed requirements, and as necessary
thereafter to handle pesk period setivity end/or new functions assigned.

k, The steff for the travel slaims Section be recruited from personnsl
ewrrently processing vouchere in the eres Divieions, 0ffice of Cormmmicatlons,
and the Finsnce Pivislon.

5. Space sufficient to house the central trovel claims office be
provided as olose as possible to the Central Processing Branch.
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2. An initiel staff of thirteen be provided for the central travel 7
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SUBJECT { A Froposal for the Establishment of & Central Office at
Headquarters for Processing Travel Vouchere Chargeeble
to Confidential Funde SR

6. The concept be accapted that travel vouchers covering travel
perforned wnder properly authorized travel orders may be certified for
payment or credit without further gpproval unless the travel voucher
reflects an ltinersry and/or expenses significantly different from that
suthorized, expenses not previously authoriged, or operational expenses.

weting es,
Pechnical Accounting Staff

Emtmller - ' Eate
Deputy Director \Bupport) Bate
Deputy Dirvector (Piame) } Bate
Deputy Director {inteiligence) ‘ Date
Deputy Pirector (Research) Tete
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